	GYM – DAILY OPERATIONAL, CLEANING & SAFETY CHECKLIST





	WEEK COMMENCING (Monday)
	            /                /


	TEAM ALLOCATION No. (
	
	1
	
	
	4
	
	
	7
	

	
	
	2
	
	
	5
	
	
	8
	

	
	
	3
	
	
	6
	
	
	9
	


Allocate tasks by entering Team Members number into relevant boxes IN RED INK. 

When task is completed team member initials box IN BLUE or BLACK INK over the number.

	DAILY OPERATIONAL TASKS
	COMPLETED BY – Initial box  when task complete

	
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	Opening & AM
	
	
	
	
	
	
	

	Turn TV / Satellite & Music system on 
	
	
	
	
	
	
	

	Check Air Conditioning working & air temp. ok
	
	
	
	
	
	
	

	No hazardous substances left out (i.e. cleaning chemicals)
	
	
	
	
	
	
	

	Check all fire exits / evacuation routes unlocked, clear & freely opening
	
	
	
	
	
	
	

	Check handover diary / notes
	
	
	
	
	
	
	

	Complete any Admin.
	
	
	
	
	
	
	

	Spot Clean
	
	
	
	
	
	
	

	PM & Closing
	
	
	
	
	
	
	

	Spot Clean
	
	
	
	
	
	
	

	Check gym / equipment is tidy
	
	
	
	
	
	
	

	Check Air Conditioning
	
	
	
	
	
	
	

	Check all fire exist are locked
	
	
	
	
	
	
	

	Check all windows closed
	
	
	
	
	
	
	

	Turn TV / Satellite & Music system off
	
	
	
	
	
	
	

	Check all forms etc. completed
	
	
	
	
	
	
	

	Turn all lights off
	
	
	
	
	
	
	


	DAILY CLEANING & SAFETY TASKS for

ALL MACHINES 
	COMPLETED BY – Initial box  when task complete

	
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	Clean machine using damp cloth & mild detergent   

Clean HR sensors with dry cloth 
Clean Upholstery & frames using damp cloth 
Check Spin Bike chain covers
	Bikes
	
	
	
	
	
	
	

	
	Recumbent Bikes
	
	
	
	
	
	
	

	
	Treadmill
	
	
	
	
	
	
	

	
	Cross Trainer
	
	
	
	
	
	
	

	
	Steppers
	
	
	
	
	
	
	

	
	Concept II Rower
	
	
	
	
	
	
	

	
	Resistance Equip.
	
	
	
	
	
	
	

	
	Spin Bikes
	
	
	
	
	
	
	


	GENERAL TASKS and other 

SAFTEY CHECKS
	COMPLETED BY – Initial box  when task complete

	
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	No slip/trip hazards or damaged floor surfaces
	
	
	
	
	
	
	

	Check CV area floor boxes are not a trip hazard & Cardio Theatre cables are tide back against machines
	
	
	
	
	
	
	

	Check & tidy free weights area
	
	
	
	
	
	
	

	Swiss Balls stacked safely
	
	
	
	
	
	
	

	Clean stretch mats using damp cloth & mild detergent.
	
	
	
	
	
	
	

	Vacuum Floor if required
	
	
	
	
	
	
	

	Check bins & empty as required
	
	
	
	
	
	
	

	Check paper towel dispensers & refill if required
	
	
	
	
	
	
	

	Tidy Gym Reception & filing cabinets
	
	
	
	
	
	
	

	Check & clean Picture Frames & Notice Boards 
	
	
	
	
	
	
	

	Check & clean skirting boards & ledges
	
	
	
	
	
	
	

	Check & clean Windows
	
	
	
	
	
	
	

	Clean TV's and Speakers
	
	
	
	
	
	
	

	Ceiling in safe condition, free from leaks or damage
	
	
	
	
	
	
	

	Light fittings secure, safe and working
	
	
	
	
	
	
	

	Electrical sockets / floor boxes secure & in safe condition
	
	
	
	
	
	
	

	ADDITIONS
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Checked by Duty Manager / Deputy - AM
	
	
	
	
	
	
	


	Checked by Duty Manager / Deputy - PM
	
	
	
	
	
	
	


Any equipment require maintenance must be logged on the 

Corrective Action Log
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